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This  trustees  manual  is  compiled  in  loose  leaf  form  so  that  each 
library  may  adapt  the  suggested  policies  to  suit  each  local  situation. 
The  importance  of  having  an  approved  policy  cannot  be  over  emphasized, 
however,  and  every  library  board  should  surely  have  one.  This  applies 
equally  to  county  libraries  and  to  Boards  of  County  Commissioners. 

A  salary  schedule  should  be  included,  showing  the  salary  range 
for  each  position  in  the  library,  and  providing  for  regular  salary  in- 
creases at  stated  intervals,  up  to  the  maximum  specified.   The  state 
agency  is  working  on  sample  salary  schedules  for  all  sizes  of  libraries, 


RULES  OF  TI-IE  BOARD  OF  TRUSTEES 


I.  Powers  of  the  Board 

The  Board  of  Trustees  of  the  Library  shall  have  general 

charge  of  the  library  building  or  buildings  and  all  other  property  and 
general  maintenance  and  control  of  the  library,  the  appointment  of  a 
librarian  capable  of  administering  the  library  according  to  the  policies 
adopted,  the  employment  and  discharge  of  members  of  the  library  staff  and 
other  employees,  and  the  power  to  delegate  to  committees  of  the  Board  and 
the  librarian  the  supervision  and  conduct  of  the  library  in  accordance  at 
all  times  with  the  Ordinances  of  the  City  of  ,  and  the  Revis- 

ed Codes  of  the  State  of  Montana  and  shall  make  and  adopt  such  by-laws, 
rules,  and  regulations  for  the  guidance  of  the  Board  of  Trustees  and  the 
government  of  the  library  as  the  Board  may  deem  expedient. 

II.  Officers 

The  officers  of  the  Board  of  Trustees  shall  consist  of  a  chairman, 
a  vice-chairman,  and  a  secretary,  who  shall  be  the  librarian,  A  member 
of  the  Board  shall  be  appointed  to  audit  the  bills  before  each  Board 
meeting.   He  shall  present  the  bills  to  be  allowed  for  payment  at  its  re- 
gular monthly  meeting  and  also  a  monthly  operating  report  on  the  budget 
of  receipts  and  disbursements. 

The  duties  of  the  officers  shall  be  as  follows:  The  chairman  shall 
preside  at  all  meetings,  appoint  all  regular  and  standing  committees, 
and  be  an  ex-officio  voting  member  of  all  committees. 

The  vice-chairman  shall  act  in  the  absence  of  the  chairman.  In  the 
absence  of  both  the  chairman  and  vice-chairman,  a  Board  member  designat- 
ed by  the  Board  shall  exercise  the  chairman's  functions. 

The  secretary  of  the  Board  shall  keep  a  true  and  accurate  account  of 
all  proceedings  of  the  Board  meetings,  shall  issue  notices  of  all  regular 
and  special  meetings  at  least  a  week  before  the  meetings  and  shall  have 
custody  of  the  minutes  and  other  records  of  the  Board. 

The  member  appointed  by  the  Board  shall  audit  all  the  bills  before 
each  meeting  of  the  Board,   He  shall  present  the  bills  to  be  allowed  for 
payment  to  the  Board  at  its  regular  monthly  meeting  and  also  a  monthly 
operating  report  on  the  budget  of  receipts  and  disbursements. 

III.  Meetings 

The  Board  of  Trustees  shall  hold  their  meetings  on  the  first  V/ednes- 
day  of  each  month  unless  otherwise  ordered  by  the  Board.   Special  meet- 
ings may  be  called  by  the  secretary  upon  the  direction  of  the  chairman  or 
upon  the  written  request  of  three  members  of  the  Board  and  no  business  shall 
be  transacted  thereat  except  that  designated  in  the  call  therefor,  A  quorum 
for  the  transaction  of  business  shall  consist  of  three  members  including 
the  presiding  officer.   But  less  than  a  quorum  may  meet,  if  no  fewer  than 
two  members  of  the  Board  are  present,  and  they  may  transact  business  and 
their  acts  shall  be  valid  providing  additional  members  of  the  Board  suffl- 


cient  to  constitute  a  quorum  shall  concur  with  the  action  taken  and  approve 
the  minutes  of  the  said  meeting  in  writing  before  the  next  regular  meeting. 
Any  meeting,  regular  or  special,  may  be  continued  by  adjournment  from  time 
to  time  by  a  vote  of  the  members  who  may  be  present,  even  though  less  than 
a  quorum,  provided  the  remaining  members  of  the  Board  are  notified. 

IV.   Committees 

Since  the  Board  is  composed  of  only  five  members,  it  sets  as  a  committee 
of  the  whole  and  standing  committees  are  not  appointed.   Special  committees 
may  be  appointed  as  required.  They  shall  be  appointed  by  the  chairman  un- 
less otherwise  ordered,  and  shall  perform  such  duties  as  may  be  assigned 
them  by  motion  or  resolution  duly  adopted. 

v.   Librarian 

The  librarian  shall  be  the  administrative  officer  of  the  library,  shall 
attend  all  meetings  of  the  Board  and  its  committees  unless  excused  by  the 
Board  or  the  committee,  and  under  these  By-Laws  and  the  Board's  declared 
policies  and  duties,  shall  have  general  charge  of  the  library  and  of  all 
persons  employed  therein.  The  Librarian  shall  be  responsible  to  the  Board 
for  the  proper  management  of  the  library,  for  preservation  and  care  of  its 
property,  for  the  correctness  of  all  bills  paid,  for  the  development  and 
use  of  the  library's  resources,  and  for  the  discipline  and  efficiency  of 
its  staff  and  service,  and  prior  to  the  August  meeting  of  the  Board  of 
Trustees  shall  make  an  annual  report  covering  the  operations  of  the  library. 

VI.  Order  of  Business 

The  order  of  business  at  the  regular  meetings  of  the  Board  shall  be 
as  follows: 
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Approval  of  minutes  of  previous  meeting 

Presentation  of  bills 

Financial  report 

Reports  of  special  committees 

Communications 

Librarian's    report 

Unfinished  business 

New  business 

The  usual  parlimentary  rules  shall  govern  the  proceedings  of  the  Board, 
and,  upon  the  demand  of  any  one  member  of  the  Board,  the  vote  on  any  pro- 
position shall  be  taken  by  yeas  and  nays,  and  the  yeas  and  nays  shall  be  re- 
corded, 

VII.  Amendment  of  By-Laws 


LIBRARY  BILL  OF  RIGHTS 


The  Council  of  the  American  Library  Association  reaffirms  Its  belief 
in  the  following  basic  policies  which  should  govern  the  services  of  all 
libraries: 

1.  As  a  responsibility  of  library  service,  books  and  other  reading 
matter  selected  should  be  chosen  for  values  of  interest,  information  and 
enlightenment  of  al 1  the  people  of  the  community,   in  no  case  should  any 
book  be  excluded  because  of  the  race  or  nationality,  or  the  political  or 
religious  views  of  the  writer. 

2.  There  should  be  the  fullest  practicable  provision  of  material 
presenting  all  points  of  view  concerning  the  problems  and  issues  of  our 
times,  international,  national,  and  local;  and  books  or  other  reading 
matter  of  sound  factual  authority  should  not  be  proscribed  or  removed  from 
library  shelves  because  of  partisan  or  doctrinal  disapproval. 

3.  Censorship  of  books,  urged  or  practiced  by  volunteer  arbiters 
of  morals  or  political  opinion  or  by  organizations  that  would  establish  a 
coercive  concept  of  Americanism,  must  be  challenged  by  libraries  in  main- 
tenance of  their  responsibility  to  provide  public  information  and  enlighten- 
ment through  the  printed  word. 

k.  Libraries  should  enlist  the  cooperation  of  allied  groups  in  the 

fields  of  science,  of  education,  and  of  book  publishing  in  resisting  all 
abridgment  of  the  free  access  to  ideas  and  full  freedom  of  expression  that 
are  the  tradition  and  heritage  of  Americans. 

5.     As  an  institution  of  education  for  democratic  living,  the 
library  should  welcome  the  use  of  its  meeting  rooms  for  socially  useful 
and  cultural  activities  and  discussion  of  current  public  questions.   Such 
meeting  places  should  be  available  on  equal  terms  to  all  groups  in  the 
community  regardless  of  the  beliefs  and  affiliations  of  their  members. 


SUGGESTED  BOOK  SELECTION  POLICY 

AUTHORITY 

Final  authority  for  the  determination  of  policy  in  the  selection  and  ac- 
quisition of  materials  is  vested  in  the  Library's  Board  of  Trustees. 
RESPONSIBILITY 

Ultimate  responsibility  for  book  selection,  as  for  all  library  activity, 
rests  in  the  librarian,  who  operates  within  the  framework  of  policies  de- 
termined by  the  Board  of  Trustees. 

It  is  considered  desirable  to  insure  maximum  participation  of  professional 
staff  members  in  the  reviewing  process.  Wide  reading  of  books  is  encourag- 
ed despite  the  delay  involved  since  an  informed  staff  contribute  immeasurab- 
ly to  intelligent  use  of  the  book  collection, 
COMMUNITY  ANALYSIS 

Formulation  of  book  selection  policies  necessarily  begins  with  the  examina- 
tion of  the  community,  of  the  organization  and  the  existing  collections  of 
the  library,  and  of  the  services  which  the  library  is  expected  to  perform. 
Flexibility  and  constant  awareness  of  the  changing  needs  of  many  different 
kinds  of  people  the  library  serves  are  essential  in  book  selection. 
OBJECTIVES 

The  book  selection  policy  is  intended  to  implement  the  general  objectives 
of  the  public  library.   The  purpose  of  the  selection  process  is  to  obtain 
expertly  selected  books  and  other  materials  to  further  the  library  program 
of  giving  information,  reference  assistance,  and  help  to  those  engaged  in 
educational  pursuits,  as  well  as  to  provide  general  home  reading. 
CRITERIA 

In  general  the  library's  policy  has  been  to  purchase  the  best  books  which 
satisfy  the  clientele  of  the  library  within  budget  limitations.   The  es- 
tablished criteria  for  all  fields  are: 


A.  Permanent  or  timely  value 

B.  Accurate  information 

C.  Author! tat iveness 

D.  Clear  presentation  and  readability 

E.  Social  significance 

F.  Elimination  of  the  unimportant,  the  cheap  and  trivial,  the 
deliberately  distorted,  sensational  or  offensive,  particularly 
in  the  fields  of  religion,  sex  hygiene,  social  prejudice, 
political  idealogies  and  fiction. 

G.  Presentation  of  both  sides  of  controversial  issues:   labor- 
management,  planned  parenthood,  Communism,  etc. 

H.     Balancing  of  special  group  interests  with  general  demand,  e.g. 

books  in  foreign  languages. 
t.     Inclusion  of  books  of  doubtful  value  occasionally  for  their 

timeliness,  such  as  campaign  biographies,  flying  saucers,  etc. 
These  are  discarded  when  they  have  served  their  purpose. 
J.     Some  books  may  be  restricted  for  minors  too  immature  to  see 
them  in  their  proper  perspective. 
Certain  general  criteria  are  followed  by  all  selectors:   (1)  author's  re- 
putation and  significance  as  a  writer;   (2)  importance  of  subject  matter 
to  the  collection;   (3)  scarcity  of  material  on  the  subject;   (^4)  timeliness 
or  permanence  of  the  book;   (5)  appearance  of  title  in  special  bibliographi- 
es or  indexes;   (6)  authori tativeness;   (7)  reputation  and  standing  of  the 
publisher;   (8)  price;   (9)  availability  of  material  elsewhere  in  area. 
CONTROVERSIAL  ITEMS 

The  public  library  asserts  its  right  and  duty  to  keep  on  its  shelves  a 
representative  selection  of  books  on  all  subjects  of  interest  to  its  readers 
and  not  prohibited  by  law,  including  books  on  all  sides  of  controversial 
questions.   Books  on  any  subject,  if  published  by  reputable  and  well-known 


publishers  and  sold  without  restriction  in  bookstores,  are  properly  admitt- 
ed to  the  public  library.   The  public  library  has  no  right  to  emphasize  one 
subject  at  the  expense  of  another,  or  one  side  of  a  subject  without  regard 
to  the  other  side.   It  must  carry  the  important  books  on  all  sides  and  all 
subjects. 

BOOK  SELECTION  AIDS 

Selection  will  be  guided  by  skilled  use  of  standard  book  selection  tools. 
Ideally  every  book  added  to  the  library  should  be  read  before  purchase  by  a 
librarian  with  trained  judgment,  knowledge  of  the  library's  present  resourc- 
es, and  acquaintance  with  the  requirements  of  local  readers.  Vihere  circum- 
stances make  such  reading  impossible  or  unnecessary  the  staff  makes  skilled 
used  of  selection  aids,  such  as  basic  general  lists,  current  general  lists, 
special  bibliographies  for  reference  books  and  particular  subject  materials, 
and  book  reviewing  journals.  While  back  reviews  are  a  major  source  of  in- 
formation about  new  books  they  are  not  followed  blindly.   No  one  publication 
is  relied  upon  exclusively;   furthermore,  the  critical  opinions  of  revise- 
ment  are  checked  against  each  other.   Selection  is  to  be  based  upon  principle 
rather  than  personal  opinion,  reason  rather  than  prejudice,  and  judgment 
rather  than  censorship. 

It  is  not  the  purpose  of  the  collection  to  serve  as  an  elementary  or  high 
school  or  college  supplementary  library,  although  many  of  its  books  and 
materials  may  so  be  used.   It  is  the  responsibility  of  the  city's  school 
system  to  supply  these  curriculum  materials.   The  Library's 

largest  and  most  important  field  of  emphasis  is  the  adult  field  of  informal 
education  because  no  other  public  institution  exists  here  which  can  perform 
this  function  adequately. 

This  library  subscribes  to  the  American  Library  Association's  Bill  of  Rights, 
In  administering  its  policy,  the  library  tries  to  keep  a  true  balance  between 
its  duty  to  make  available  honest  presentation  of  both  sides  of  every  public 


question,  and  its  determination  not  to  allow  itself  to  be  used  as  a  pro- 
paganda agency  by  the  enemies  of  our  form  of  government. 

(The  above  is  a  composite,  selected  from  book  selection  policies  in  effect 
in  various  libraries.) 


GIFTS  -  POLICY 

Many  valuable  books  are  received  by  the  Library  as  gifts,  also  much 
useless  material.   It  is  the  Library's  policy  to  accept 

all  gifts  such  as  books,  magazines,  pamphlets,  etc.  with  the  understand- 
ing that  the  librarian  and  the  Board  of  Trustees  use  their  discretion  as 
to  its  use  and  disposal. 

Magazines  or  pamphlets  in  quantity  are  not  accepted  for  library  dis- 
tribution unless  approved  by  the  librarian. 

The  library  will  use  the  same  criteria  for  adding  gift  books  to  the 
collection  as  is  used  for  the  purchase  of  books. 


LOAN  POLICY 

Residents  living  within  the  limits  of  the  governmental  unit  which 
supports  the  library  (city  or  county)  shall  have  free  library  service  and 
may  register  as  a  patron. 

A  $5.00  fee  is  asked  of  all  patrons  residing  outside  of  the  govern- 
mental unit  which  supports  the  library. 

Temporary  visitors  who  are  patrons  in  good  standing  in  their  own 
library  are  extended  limited  free  service  for  the  duration  of  their  stay. 

Fines  shall  not  exceed  2i.   a   day  for  residents  living  within  the  city. 
Rural  borrowers  will  not  be  fined  for  overdue  books  but  will  receive  one 
automatic  renewal. 


EDUCATION  AND  MEMBERSHIP 

The  library  budget  shall  include  a  specified  amount  sufficient  to 
pay  dues  for  trustee  membership  in  the  Montana  State  Library  Association 
and  dues  for  at  least  one  trustee  in  the  American  Association  of  Library 
Trustees  of  the  American  Library  Association.   Included  too  in  this  item 
are  funds  adequate  to  permit  staff  and  trustee  attendance  at  state  and 
regional  library  conferences. 


VACATION  POLICY 

All  members  of  the  staff,  except  pages,  receive  an  annual  vacation  with 
pay  to  be  taken  between  May  1  and  October  1,  and  cleared  within  this  time. 
Any  deviation  from  this  schedule  must  be  approved  by  the  Cheif  Librarian 
and  the  Board  of  Trustees. 

All  professional  assistance  receive  26  working  days  of  vacation,  pro- 
vided they  joined  the  staff  not  later  than  the  previous  October  first  and 
are  not  resigning  before  October  1  of  the  year  in  which  their  vacation  falls. 
Professional  assistants  joining  the  staff  after  October  1  receive  proportion- 
ate vacation  allowance  on  the  basis  of  two  working  days  for  every  month  of 
service.   In  the  case  of  resignation,  a  staff  member  is  granted  a  terminal 
vacation  on  the  basis  of  two  days  for  every  month  of  service  since  the  pre- 
ceding October  1. 

If  a  holiday  falls  in  the  vacation  period  of  the  staff  member,  he  is  en- 
titled to  the  holiday  in  addition  to  the  vacation  allowance. 

Full  time  sub-professional  and  clerical  assistants  receive  six  working 
days  of  vacation  after  six  months  of  service,  twelve  working  days  after  one 
year  of  service,  eighteen  working  working  days  after  three  years  of  service, 
and  after  five  years  of  service,  one  day  more  for  each  additional  year  of 
service  up  to  twenty-six  days.   In  case  of  resignation,  they  receive  a  pro- 
portionate vacation  in  the  same  manner  as  do  professional  assistants. 

Part-time  sub-professional  and  clerical,  assistants  receive  six  working 

days  of  vacation  after  six  months  of  service,  twelve  working  days  after 

one  year  of  service,  and  eighteen  working  days  after  three  years  of  service. 

In  case  of  their  resignation,  they  receive  a  proportionate  vacation  in  the 

same  manner  as  do  professional  assistants.   Staff  members  employed  on  less 

than  a  full-time  basis  receive  the  same  vacation  allowance  as  staff  members 
of  equivalent  grade,  provided  they  are  employed  for  half  time  or  more,  but 


SICK  LEAVE 

Twelve  days  sick  leave  is  allowed  annually  for  the  staff  and  for  the 
jani  tor. 

Unused  sick  leave  is  not  cumulative.  Suspected  abuse  of  the  sick-leave 
privilege  by  a  staff  member  may  result  in  the  requirement  of  a  doctor's 
cert i  f icate. 
Overdrawn  sick  leave  may  not  be  made  up. 


EMERGENCY    LEAVE 


The  members  of  the  staff  will  be  allowed  three  days  emergency  leave  at 
the  serious  illness  or  death  in  the  immediate  family  (husband,  wife,  mother, 
father,  mother-in-law,  father-in-law,  sister,  brother,  child).  Under  ex- 
tenuating circumstances,  and  upon  request  to  the  Librarian,  the  leave  may 
be  extended  to  five  days. 


HOLIDAYS 

The  holidays  observed  by  the  library  are  established  as  follows:   New 
Year's  Day,  Lincoln's  Brithday,  V/ashi ngton's  Birthday,  Memorial  Day,  July 
itth.  Labor  Day,  Armistice  Day,  Thanksgiving  Day,  and  Christmas  Day,  and 
every  day  appointed  by  the  President  of  the  United  States  or  the  Governor 
of  the  State  for  a  public  feast,  thanksgiving,  or  holiday,  which  will  in- 
clude Thanksgiving  Day. 


LIBRARY  ORDINANCE.  CITY  OF  GREAT  FALLS 

CHAPTER  10 

PUBLIC  LIBRARY 

Section  2-10-1'  Creation 

2-10-2'  Appointment  of  Trustees 

2-10-3'  Trustees  Duties 

2-10-V  Library  Fund 

2-10-5'  Restrictions 

2-10-1'    CREATION:   There  is  hereby  created  and  established  a  free  Public 

citizens  thereof  to  be  known  as  the  Great  Falls  Public  Library  and  the  same 

shall  be  maintained  forever  by  said  City. 

2-10-2'    APPOINTMENT  OF  TRU^STEES:   The  affairs  of  such  library  shall  be 

managed  and  controlled  by  a  board  of  five  (5)  trustees.   The  Mayor  and  the 

Superintendent  of  Public  Schools  of  said  City  shall  be  ex  officio  trustees. 

Three  (3)  of  such  trustees  shall  be  appointed  by  the  Mayor  with  the  advice 

and  consent  of  the  Council.   A  trustee  shall  hold  office  for  the  term  of 

(3)  years  from  the  first  Monday  in  May  and  until  his  successor  is  appointed 

and  qual i  f ied. 

The  office  of  trustee  shall  be  without  compensation  and  women 

over  twenty-one  (21)  years  of  age  shall  be  eligible  to  the  office  of  trustee. 

In  case  of  Vacancy  in  the  office  of  trustee  the  Mayor  with  the  advice  and 

consent  of  the  Council  shall  appoint  a  trustee  for  the  unexpired  term. 

2-10-3'     TRUSTEE'S  DUTIES:   A  trustee  upon  appointment  shall  take  the 

oath  of  office  and  qualify  the  same  as  other  City  officers.   The  Board  of 

Trustees  shall  keep  a  record  of  their  transactions  which  at  all  times  shall 

be  open  for  inspection  by  any  member  of  the  Governing  Body.   The  Board  of 

Trustees  shall  have  full  management  and  control  of  such  library  and  may  prov 

vide  rules  and  regulations  for  the  use  and  protection  of  books  and  other 

library  property  and  shall  make  full  report  of  its  transactions  annually 

to  the  Mayor  and  Council  and  at  any  other  time  required  by  the  Governing 
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